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This manual provides guidance on how to implement a Mentoring Program, in AFMC, enhancing profes-
sional development for the entire work force. Although optional, it makes mentoring a strongly encour-
aged supervisory and leadership activity and helps develop well-rounded, professional, and competen
subordinates. It can be applied to all AFMC military and civilian personnel. The doctrines of integrity,
service and excellence should be adhered to when using this manual in implementing the guide. Se
attachment 1 for a glossary of references, acronyms, and abbreviations.

1. Definition and Purpose:

1.1. Mentoring is a relationship in which a person with greater experience or wisdom guides another
to a higher level of personal and professional excellence. The key to successful mentoring is provid-
ing feedback to subordinates on their current duty performance, personal and professional develop
ment needs, and guidance for them to achieve near-, mid-, and long-term career goals.

1.2. The immediate supervisor is usually the primary mentor and plays the most important role in the
mentoring process for subordinates (coach, guide, role model, etc.). This in no way restricts the sub.
ordinate from seeking additional counseling and professional development advice from other sources
or mentors. For example: chief master sergeants can serve as mentors to all enlisted personnel wk
seek their guidance; a senior logistician can provide mentoring services to junior maintenance offic-
ers; a senior personnel officer can be a mentor for young personnel officers not necessarily in the sam
organization. If other than the supervisor, the name of the mentor should be known by the supervisor

1.3. Mentoring of military and civilian personnel plays an important role in the support of the Air
Force and AFMC missions. People are more effective at carrying out the mission when they are pro-
fessionally prepared to assume the duties and responsibilities inherent in their grade or position. Pro
fessional development is not a new concept. It occurs at every echelon and activity.

1.4. The supervisor is crucial to successful mentoring. Several programs exist to help the supervisol
focus attention on a subordinate’s professional development. Among these are performance feed
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back, professional military education (PME) programs, academic education assignment policies and
opportunities, recognition programs, and the AFMC Manual individual's own personal development
actions. When the supervisor's ability to mentor a subordinate is limited (grade, experience level, per-
sonality, geographical separation, etc.) he or she should recommend other options for the subordinate
to pursue.

1.5. Mentoring prepares each individual for the specific and general responsibilities he or she may be
required to assume during the course of a career. Mentoring is not a promotion enhancement pro-
gram; it is a professional development program designed to help each individual reach his or her max-
imum potential.

1.6. Mentoring is more than just career guidance, however. It is also exposure to Air Force history
and heritage and air and space power doctrine. Supervisors should encourage subordinates to read
and understand air power literature, such as AFM1-1, Volumes 1 &adi2,Aerospace Doctrine of

the US Air Forceand biographies of aerospace pioneers.

2. Mentoring Responsibilities:

2.1. Mentoring is an inherent responsibility of leadership. Supervisors should know their people and
accept personal responsibility for them. They must take an active role in the professional develop-
ment of the people they supervise by evaluating each subordinate’s performance and potential, coun-
seling and advising them on professional development, and serving as positive role models.

2.1.1. Senior leaders need to make themselves available to subordinate personnel who seek their
guidance or counsel on matters relating to career and professional development.

2.2. As part of the performance feedback sessions and appraisal reviews, the immediate supervisor
could conduct a mentoring session. Supervisors should discuss performance, potential, and profes-
sional development plans with their subordinates during performance feedback sessions required by
AFI136-2402,0fficer Evaluation Systenfor commissioned officers; AF136-240Bhe Enlisted Eval-

uation Systenfor enlisted personnel; and AFI36-100Managing the Civilian Performance Pro-
gram,for civilian employees. (AFI36-40Employee Training and Developmeidientifies civilian

training requirements).

2.2.1. Before conducting a performance feedback/mentoring session, the supervisor should com-
plete a review of the subordinate’s duty performance and personnel records to determine the sub-
ordinate’s current level of professional development. The supervisor should document key aspects
of the review and could use the Performance Feedback Worksheet (PFW) format at attachment 2.

2.2.1.1. For military personnel, the session can be documented on the reverse side of AF Form
724A, Field Grade Officer Performance Feedback WorksheetAF Form 724B Company

Grade Officer Performance Feedback WorksheetAF Form 931 AB through TSgt Per-
formance Feedback Worksheetor AF Form 932MSgt through CMSgt Performance
Feedback Worksheetas appropriate, integrating the mentoring process with the mandatory
performance feedback process.

2.2.1.2. For civilian employees, supervisors may use AF Form3ifiervisor's Employee

Brief, AFMC Mentoring Worksheet, the appraisal feedback form, or a locally devised profes-
sional development worksheet to document the career analysis and professional development
plan.
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2.2.2. A professional development plan, documented on the PFW, should also address such fac
tors as promotion, career training, PME, academic education (associate’s through master’s or
advanced degrees), physical fitness requirements, personal goals and expectations, profession
qualities, next assignment, and long-range plans. The supervisor signs the PFW, provides a cop:
to the subordinate, and files a copy until at least the next performance report.

2.2.3. Supervisors of officers should carefully study the career path pyramid and career experi-
ence matrix found in AFPAM36-26: Officer Professional Development Gui@s it pertains to

their subordinates’ specific Air Force specialties. Pay particular attention to assignment and job
levels as they apply to company grade through more senior field grades. Also, note the technical
expertise key on each career experience matrix to determine what leadership opportunities anc
staff experience are considered mandatory, essential, desired, or optional.

2.2.4. Supervisors of enlisted personnel should carefully review the Career Field Education and
Training Plan (CFETP). These plans are filed in AF Form On-the-Job Training Record,

and contain essential professional development guidance. Each enlisted specialty should have it
own CFETP.

2.2.5. Supervisors of civilian personnel should refer to AFI36-1001 when establishing job perfor-
mance requirements and AFI36-401 when developing civilian career enhancement plans or iden-
tifying required training. Civilian personnel enrolled in a civilian career program should follow
the recom-mended career guidance contained in AFMAN36-606, VoluAir Force Civilian

Career Plannin.)

2.2.5.1. Civilians not eligible for, nor enrolled in, a career program should determine the spe-
cialty and level of desired professional development they wish to pursue. If they wish to work
toward a specific career program and grade, the supervisor should help them determine the
prerequisites, benefits, and requirements for entry into that career program and begin develop-
mental planning. If they wish to remain within their current career path and compete for more
responsible positions, the supervisor should develop a plan which will allow them to become
as competitive as possible through technical training programs and education courses.

2.2.5.2. Base civilian personnel offices can advise supervisors on career counseling and qual-
ifications that increase competitiveness within a chosen career field.

2.2.6. In addition to the above tools, the following are available:
*Career Development Plans
Individual Development Plan
*AF Directive 36-6, Civilian Career Management
*AF Instruction 36-601, Air Force Civilian Career Program Management
*Career Program Training and Development Guide

3. PME and Base-Level Professional Development Cours:2s

3.1. PME enhances performance in each phase of professional development. PME builds on a foun
dation of supervisory and leadership abilities shown during the earlier stages of an individual’'s career.
It is the foundation on which future professional development is based. In the final analysis, the appro-
priate role of PME in professional development is to provide the right PME at the right time with the
right focus.
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3.1.1 Base- le\el professiond development casists of such courses ashe Lieutenants’ Profes-
sional Development Program (LPDP), Noncommissioned Officers’ Professonal Development
(NCOPD),and Civilian Profesional Development Programs @hare &lf-suppated and offered
asresourcespermt and needdictate.

3.2 The focusfor company grade officers and casrgble gade civiians should be on developing
theskills theyneedto enhawe their professional competercTherefore officershp and communica-
tion skills ae paramoubhand a pimary focus d LPDP and Squadra Officer Schod (SOS), the Air
Force’'s compaw grade PMEcouses.

3.2.1 The AFMCLPDP was implenented command-wide to introduce lieutents to the skills
nealed for suprvising personml, leading tams and tomprove their owerall effectiveness. The
curri-culum’ s design centers @ aninteractive approach to teading interpersonkskills, team
building ard leadership.

3.2.2. SOS assists inedeloping comg@ny grade officers andivilian equivalents into seas@al
pro-fessonals capable of increased contributionsto varied Air Force misgons. It inspires their
dedication & the profesion of armsby

teachimg officershipvalues, applietion, leadership took andair andspae power.

3.3 Air Commanaand Staf College (ACSC) educates mid-level officer gradergponnel aul civilian
equivalents in datrine, jointness, the professon of arms, and var fighting at the @erdional level.
Locally conducted seminarssuwally invdve paticipation by local/\viting seniar Air Force mamagers
who provide inptifrom theirareas of expertse. ACSCcan be take by corresponénce.

3.4. Air War College (AWC)is the gnior Air Force PMEschool. It preparesenia personnk(lieu-
tenant colonal colones, ard civilian equivalents) to lead in #hstrategic enviroment, emphaizing
joint operations and themployment of air and sge power in supportfaational security. Locally
conducted seminarsusually involve participation by local/visiting senior Air Force managers who
provide inpu from ther areaf experti®. AWC can be takeby corespondence.

3.5 See AFI36:2301,Profesional Military Educatior, for officer and civilian PNE information and
requiremens.

3.6. Enlisted PMEand prdessional developménourses bcus a developing those skills needed to
erharce professioal competence and kadership abilities. Tlese skillsalow enlisted persand to
perform in positions 6 increased respaibility.

3.6.1 The importanceof enlisted RME is highlighted by théact that completion of Airman Lead-
ership Schoo(ALS) is a perequisite to ssume the grade of stadérgeant. ALS fiers instruc-
tions ad practce in leadershp ard followershp, written ard oral canmunicative sklls, and
military citizenship in theAir Force. Students learn to appreciaterthae as military supevisors
ard how they contribute b the oveall goals ad mission of the Air Force.

3.6.2 Completion of the Noncommissionedf{aér Academy (NCOA) in resideme is a perequi-
dgte to assume the grade of masteergeant. ICOA offers irstruction in the Air Foce organiza-
tion and misson, professional skills, leadership and management, and human behavior. It also

includesformal and infomal group leadership, managementtny, prodem-solving techniques,
ard the supervisor’srole in effective commauication.
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3.6.3. Residencecompletionfrom the Air ForceSenior NCO AcademySNCOA) is a perequi-
site to &sume the grade of Chief idar Sergeant.SNCOA provides the eduation necessary for
senior NCOsto becomanore effective leagrs ard managerguring peacetime, time of crisjand
conflict. Graduateshout approach theiassignments wih anexpanded perspectie of the mili-
tary prafession ad with broacened leadership and managerialapabilties.

4. Education:

4.1 AssociaE’s, bachelors, master’s, or other advaed aca@mic degrees are important to fee-
sional developmenbtthe extent they enhantee degree holdes jab and prdessional qualifications.
A degreedirectly related tatheindividual’s primary specialty areas the most appropiate because it
adds to he depth of experience. An associate’s, badhelor’s or advanced degree in management or
more general studieswould tend to enhance job performance for personnel reachng grade levels
where breadth 6 developmenhbeginsto take pace

4.2 The Base Edeation Office can provide irformation onawide variety d educationalihancial
assistance progms awilable toemployees. Progams includemilitary/civilian tuition assistance, Gl
Bills, career program funding, and occupatiohaork force developmerfunding.

5. The Assignment System:

5.1 The indvidual's pimary focus shou be o his a her curent assignmentWhen a individual
becomes eligible for reassgnment, he orshe stould then address asgynment preferences with the
supervisor oa moresenior persa in the subordinate’sareer path.

5.2 The focus bthe mentds and indvidual’s efforts shoud be towardbtaining & assignment that
enhances profe®nal developmerwithout nees-sarily keyimg on a speific position or l@aton.

5.3. AFI36-2110 governs assgnment of military personnel. Assgnments should complement the

individual’s professiond development eedsand besecond ony to mission requirements. Howew,

some manaory assignments may temparily sidetrack an individual fom his @ her planred career
path.

5.3.1 For officer professional development assgn-ments, see AFPAM36-2630 for career path
guides. This pamphlet also prades requirementsnd expectations a subadinate’s particular
careerspecialty.

5.3.2 For enlistel professional development asignments, review the CAP. It will help you to
better uerstand the prtessional deelopment requirementsnd expectations in a subonete’s
paticular careerspecialty.

5.4. For civilians, registration n most career progams requirethe signing of a mobility agreement.
Each creer progam registrat is encouraged to kgecument their gegraphic loation preferenes.
Civilians are also encouragezliroaden theicareer paths and be availabier Air Force-wide assign-
mens.

6. PrdessionalOrganiztions and Asocitions. See attachmenB for a partial list of organizations that
suppot military and civlian ssgmentsof the population.
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7. AFMC Mentoing Worksteet. Recommend use @dhe AFMCMenta Worksleet (attachment 2), the
military perfamance weksheet, oa locally producedocument which containat a nminimum, the cat-
egoieslocated m the ARMC Mentor Worksket.

STEVE N. SMITH
Director, Personnel
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Attachment 1
GLOSSARY OF REFERENCES, ABBREVIATIONS, AND ACRONYMS,

References

AFI| 36-401,Employee Training and Development

AFMAN 36-606,Volume 2, Air Force Civilians Career Planning
AFI| 36-1001,Managing the Civilian Performance Program
AFI| 36-2110,Assignments

AFI 36-2301,Professional Military Education

AFI 36-2402,0Officer Evaluation System

AFI 36-2403,The Enlisted Evaluation Syst>m

AFPD 36-25 Military Promotion and Demotion

AFI 36-2502,Airman Promotion Program

AFPAM 36-2630 Officer Professional Development Guide
AFI 36-2803,The Air Force Awards and Decorations Program
AFI 36-2805,Special Trophies and Awards

AFI 36-3401,Air Force Mentoring

AFM 1-1,Volumes 1 and 2, Basic Aerospace Doctrine of the US Air Force
Abbreviations and Acronyms

ACSC-- Air Command and Staff College

ALS-- Airman Leadership School

AWC-- Air War College

CFETP --Career Field Education and Training Plan

LPDP-- Lieutenants’ Professional Development Program
NCOA-- Noncommissioned Officer Academy

PME-- Professional Military Education

SNCOA-- Senior NCO Academy

SOS- Squadron Officer School
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Attachment 2
AFMC MENTOR WORKSHEET

Name: Rank/Grade: Mentor:

SSN:

AFSC/Series: Org: Office Symbol: Fhone:
Position Title:

Required Certifications:

Current Certifications Held:

Education Level Major: Yr. Degree:

PME Completed:

PROFESSIONAL GOALS

Short-Term Goals:

Long-Term Goals:
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TrainingRequred:

Education:

DevelopmenAssignmerg

Self Development:

Commens:

Mentol Date Employee Date
Signature Signature
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Attachment 3
PROFESSIONAL ORGANIZATIONS AND ASSOCIATIONS

There are several organizations and associations that were founded to support various segments of the
military or civil service population. The following is a list of some of these organizations. It is provided
for information only and cannot be considered an endorsement of their activities by the US Air Force.

A3.1. Air Force Sergeants’ Association (AFSA, P.O. Box 50, Suitland MD 20757. Founded in 1961
to represent active and retired enlisted members of the Air Force, ANG, and Air Force Reserve. Focuses
on, and lobbies for, pay and benefits.

A3.2. National Organizations for Certification and Licensing. The base education center has a list
of nationally recognized organizations who authorize licensing and certification programs, to include who
is eligible to apply.

A3.3. Chief Groups, Top 3, and Company Grade Officer Council (CGOC These organizations are
active in helping the base and local community. They are normally active at each base under guidance
from the host command.

A3.4. The Order of Daedalians and the Airlift/ Tanker Association. Professional associations of
military pilots.

A3.5. The Air Force Association (AFA),1501 Lee Highway, Arlington VA 22209. Founded in 1946
to support air power and a strong national defense. Lobbies on all Air Force-related issues.

A3.6. The Association of Military Surgeons of the U, 9320 Old Georgetown Rd., Bethesda MD
20814. Founded in 1891 to represent physicians and other health care workers of commissioned rank.
Mainly a professional development group.

A3.7. Military Chaplains’ Association of the USA, P.O. Box 42660, Washington DC 20015.
Founded in 1925 for Army chaplains. Chartered by Congress in 1950 to represent the interests of all mil-
itary chaplains. Lobbies Congress on pay, benefits, and preservation of the chaplain corps.

A3.8. The National Association of Uniformed Services (NAUS5535 Hempsted Way, Springfield
VA 22151. Founded in 1968 to represent anyone who wears (or has worn) a uniform. Lobbies for any
array of pay and benefits.

A3.9. Noncommissioned Officers’ Associations (NCOA225 N. Washington St, Alexandria VA
22314. Founded in 1960 to represent all enlisted members. Lobbies on pay and benefit issues for enlisted
personnel, conducts worldwide job fairs, assists with veterans claims.

A3.10. Reserve Officers’ Associatiorl Constitution Ave, NE, Washington DC 20002. Founded in
1950 to represent reserve officers. Focuses on reserve issues.
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A3.11. The Retired Enlisted Association (TREA)201 N. Washington St, Alexandria VA 22314.
Founded in 1963 to represent any retired enlisted person. Lobbies on personnel and health care issues.

A3.12. The Retired Officers’ Association (TROA),201 N. Washington St., Alexandria VA 22314.
Founded in 1919 to represent retired officers. Focuses on pay and benefits issues.

A3.13. Air Force Cadet/Officer Mentor Action Group (AFCOMAP), Founded in 1982. Chartered
by SAF and CSAF. Committed to supporting the Air Force in the recruitment, professional development,
and retention of cadets and junior officers.

A3.14. Air University Library , 600 Chennault Circle, Maxwell AFB AL 36112-6332. Houses
well-balanced collections especially strong in the fields of war fighting, aeronautics, Air Force and DoD
operations, military sciences, education, leadership, and management.

A3.15. Civil Air Patrol (CAP), 105 South Hansell St., Bldg 714, Maxwell AFB AL 36112-6332. The
volunteer civilian auxiliary of the Air Force. CAP performs emergency services missions to include air
and ground search and rescue, disaster relief, and drug interdiction. It promotes citizenship, leadershir
physical fitness, and aerospace education through its cadet programs.
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